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DD/A 76-4968 


S OCT 1976 


MEMORANDUM FOR: 


Director of Communications 
Director of Data Processing 
Director of Finance 
Director of Logistics 
Director of Medical Services 
Director of Personnel 
Director of Security 
Director of Training 

Assistant to the Deputy Director for 
. Administration. for Information 


FROM 

SUBJECT 


: Michael J. Malanick 

Acting Deputy Director for Administration 

: Senior Executive Management Proficiency 


1. This memorandum establishes the Senior Executive 
Management Proficiency (SEMP) program in the Directorate 
of Administration effective with fiscal year 1977. 

2. This program recognizes the desirability of maintenance 
of proficiency by our senior executives, the group that is the 
key to success in management of the Directorate’s business. 

The Senior Executives in DDA to whom the program applies are 
the line officials the Directors and Deputy Directors of 
Offices and the Chiefs and Deputy Chiefs of Divisions (or 
equivalents) . Participation in SEMP is ex officio — by virtue 
of position occupied. Staff officers are - not included in 
the program. 

3. _ SEMP encourages the senior executives to join with thei 
peers in attendance at external programs sponsored by 
universities, associations, or other such organizations or in 
participation in appropriate Office of Training courses. 
Attached for distribution to each participant in SEMP is a 
booklet listing criteria and standards that are recognized 

for the program. Also attached for information and use by 
the participants is a copy of Professional Societies in the 
Socia l Sc iences prepared by the Office of Training’s “Center 
Eor the Study of Intelligence (May 1976). 
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4. I plan to keep administration of SEMP as simple 
as possible by use of current procedures (e.g. application 
forms, approval channels, funding sources) and facilities. 

I ask that each Office Director be responsible for assuring 
that such action is taken as is required to give each 
senior executive the opportunity to meet the requirements 
of the program. I also ask that each Office Director forward 
a report at the close of each fiscal year on the administration 
of the SEMP program in his office. In those cases where the 
standards are not met, a simple explanation should be 
included. 


I have tasked the Directorate's Career Management 
Officer to assume responsibility for coordination of the 
SEMP program and for providing you such advice, guidance, 
and support as requested. 

25X1 A 



Attachments 
As Stated 


Distribution: 

Orig - D/CO 

1 - cy w/att ea addn'l addressee 
; 1 - DDA subj w/o att 
1 - DDA chrono w/o att 
1 - CMO/DDA w/att 
1 - ea DDA/Training Officer w/att 


Headquarters Distribution per Office 
OC - 10 
OF - 14 
OL - 15 
OMS- 10 
OP - 10 
OS - 10 
OTR- 10 
0DP~ 10 
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SENIOR EXECUTIVE MANAGEMENT PROFICIENCY PROGRAM 
Directorate for Administration 


The Directorate for Administration endorses the policy 
of a program for maintenance of management proficiency by 
its senior executives. 

The Senior Executive Management Proficiency (SEMP) 
program recognizes that, as in the case of other professions, 
the practice of Federal executive management is not static. 
Management policies of the Government -- Congress, GAO, 0MB -- 
are subject to constant revision, modification, amendment, 
and evolution. The environment -- political, social, 
economic -- in which the executive manager operates is 
forever shifting. Students of the behavioral, information, 
and management sciences flood us with new theories. Tech- 
nology offers an unlimited store of options to improve 
efficiency and effectiveness. These myriad changes are a 
challenge to the executive manager. 

In a small organization, such as our DDA, maintenance of 
management proficiency is essential. In recognition of this 
need, I have directed the establishment of the SEMP program. 

SEMP participants - DDA Office Directors and Deputy 
Directors, and DDA Division Chiefs and Deputy Division 
Chiefs . 

SEMP criteria and standards - 


Required minimum attendance for one week each 
calendar year at a seminar, symposium, course, etc., 
listed in this booklet. 

Suggested attendance or participation in events 
and activities of professional societies, particu- 
larly those that are management oriented. 

The offerings listed in this booklet include external 
courses for which enrollment can be arranged directly through 
OTR, internal OTR courses for which the Directorate has a 
quota, and courses for which the individual must compete 
through the Training Selection Board. 
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Applications and other administrative action for SEMP 
program courses will be handled under normal, existing pro- 
cedures. Questions may be referred to CMO/DDA who is 
responsible for Directorate coordination of SEMP. 
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Administration 



September 1976 
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SENIOR EXECUTIVE MANAGEMENT PROFICIENCY PROGRAMS 
FOR DDA OFFICE DIRECTORS AND DEPUTY DIRECTORS 


1. Executive programs for developing a management philosophy 
appropriate to present day CIA requirements and opera- 
tional support. 


25X1A 



Leadership 


(Office of Training) 


The Seminar is devoted to the psychological aspects 
of organizational leadership and has two objectives: 
to teach executives the fundamental principles of human 
behavior and to give them practice in applying these 
principles to business realities. 

25X1 A 



Computer Courses for Executives 
Machines Corporation) 


(International Business 


There are several IBM courses designed for policy 
and functional level executives who have a need to 
better understand computers and the related and rele- 
vant technological aspects of their organization's 
data processing resource. 


5 days - Poughkeepsie, New York 


No tuition involved. 

Labor Relations Symposium for Executives - (Civil Service 
(Commission) 

Designed to provide a thorough introduction for 
public managers and executives dealing in labor- 
management relations with particular reference to. 
current issues of impact in public sector collective 
bargaining . 

3 days - Washington, D. C. - Cost: $200 
GS-16 and above 
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Seminar in Career Management - (Columbia University) 

Objectives are to maintain the motivation and 
relevant technical competence of experienced managers 
and senior professionals; to foster conditions in 
which senior managers can work effectively with less 
experienced but technically capable managers and 
professionals. 

5 days - Arden House, Harriman, New York 

Cost: $850 

2. Management by Objectives and administrative policies 
for implementation in the DDA. 

Management by Objectives - (Civil Service Commission) 

MBO provides a means for improving organizational 
effectiveness and assures more direct measurement of 
inputs and outputs. Determining the achievement of 
results in key areas of effectiveness is one of the 
tangible results of this program. 

5 days - Washington, D. C. - Cost: $275 

Analyzing Managerial Key Results Areas and Formulating 
Objectives - (Civil Service Commission) 

This seminar is a practical, "hands-on" learning 
experience in which participants can practice several 
key techniques and methods needed to help make MBO a 
truly effective management system. 

3 days - Washington, D. C. - Cost: $140 

3. Development of the Office Head at the time of appointment. 

Managing Organization Development - (Civil Service 
(Commission) 

Executives in any organization have the big role 
in the accomplishment of their organization's objec- 
tives. Organization development is a systems approach 
to assist in the accomplishment of these objectives. 

3-1/2 days - Washington, D. C. - Cost: $225 
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Developing Subordinates: The Role of Executive 
Coaching - (Civil Service Commission) 

This seminar helps executives identify and 
practice the skills necessary for successful coaching 
of subordinates. 

3 days - Washington, D. C. - Cost: $225 
GS-16 and above 

Executive Leadership Seminar - (Civil Service 
Commission) 

This seminar will present executives with an 
opportunity to explore some of the recent developments 
and research findings about leadership in formal and 
informal organizations. 

3-1/2 days - Washington, D. C. - Cost: $250 

GS-16 and above 

Managerial Effectiveness Seminar - (Civil Service 
Commission) 

The program confronts teams of four to eight 
members with a wide variety of problems to solve; 
the problems generally relate to methods of achieving 
managerial effectiveness through the recognition and 
use of styles. 

6 days, residential - various locations 
Cost: $475, including accommodations 

GS-16 and above 

Executive Assessment Center - (USDA Graduate School) 

Provides an opportunity for public employees within 
Government agencies to receive an extensive report of 
their strengths and weaknesses in a number of important 
management skills, and provides an opportunity for 
an organization to identify supervisory, middle manage- 
ment or executive skills among its own personnel. 

3 days - Washington, D. C. - Cost: $455 
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Organization Development Seminar - (Civil Service 
Commission) 

This seminar will help clarify the meaning of 
O.D. and point out when it can be useful to Govern- 
ment executives. It will survey the broad field of 
O.D. techniques, describe what each has to offer, and 
show how each can be related to a total O.D. effort. 
The emphasis will be on its practical utility to 
Government executives. 

3 days - Washington, D. C. - Cost: $225 

GS-16 and above 

Management of Managers - (University of Michigan) 

Objectives are to develop and refine the effec- 
tiveness of the manager of other managers in the 
areas of communication, management skills, leader- 
ship styles, techniques of maximizing profit and 
productivity, in order to contribute to executive 
success . 

6 days - Ann Arbor - Cost: $625 

4. Training Selection Board - Conferences and Seminars 
at The Brookings Institution 

Conferences on Business in Contemporary Society 

The purpose of these conferences is to provide 
an educational experience which will sharpen the 
sensitivity of participants to the ways in which 
major corporations operate at the executive level, 
and the responsibilities and motivations of top 
managers. Also touched on are business-government 
relationships and the role of business in our 
national life. 

5 days (Each conference visits one or two 
major corporate headquarters cities.) 

Cost: $550 - GS-16 and above. 


6 

CONFIDENTIAL 


Approved For Release 2001/07/16 : CIA-RDP79-00498A000700080037-6 



Approved For Release 2001/07/16 : CIA-RDP79-00498A000700080037-6 

CONFIDENTIAL 


Conferences for Science Executives on Issues in 
Science and Technology 

These conferences are conducted for senior 
officers with scientific training who are working 
as research scientists, administrators of scien- 
tific activities, or as engineers engaged in 
scientific programs. 

5 days - Williamsburg, Virginia - Cost: $600 
GS-16 and above. 

Conferences for Senior Executives on Public Policy 
Issues 


These conferences are conducted for Federal 
management and program officers. The conferences 
will assist senior career executives to meet their 
leadership responsibilities by providing oppor- 
tunities for stimulating study and discussion of 
major issues of public policy. 

2 weeks - Williamsburg, Virginia - Cost: $1,100 

GS-16 and above. 
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SENIOR E XECU TI VE MANAGEMENT PROFICIENC Y PROGRAMS 
FOR PDA DIVISION CHIEFS AND DEPUTY CHIEFS 


Awareness of personnel practices of CIA and other 
Government agencies. 

Equal Employment Opportunity Seminar - (Office of 
Training) 

Two-day seminar which emphasizes the role of 
Agency supervisors in implementing Agency policies 
on EEO. It assists supervisory personnel in under- 
standing policies and requirements set forth by 
the Federal EEO Program. 

2 days - Chamber of Commerce Building 

Career Counseling Course - (Office of Training) 

The objective of the course is to enhance the 
capability of those individuals who are responsi- 
ble for providing career guidance to Agency 
employees . 

3-1/2 days - 

Management by Objectives and administrative policies 
for implementation in the DDA 


25X1 A 


Management by Objectives - (Office of Training) 

This course will cover the evolution and theory 
of MBO and will include an analysis of the applica- 
tion of MBO within CIA. 


3 days - Chamber of Commerce Building 
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3. Awareness of EEO objectives. 

The Manager’s Role in Equal Employme nt Opportunity - 
(Civil Service Commission) 

Designed to delineate the precise EEO' responsi- 
bilities of managers and to provide them with concrete 
ways to develop and implement a personal EEO plan 
(formerly affirmative action plan) . 

3 days - Washington, D. C. - Cost: $160 

Practical Approaches to Affirmative Action Compliance - 
(American Management Association) 

Designed for persons newly assigned the responsi- 
bility for administering their organization's Affirma- 
tive Action Plan. Format is designed to present 
practical case applications, concepts, techniques, 
skills and practice sessions, including question- and- 
answer periods and small group discussions. 

3 days - New York/ Chicago , etc. - Cost: $410 


4. 


Executive programs for developing a management 
philosophy appropriate to present day CIA require- 
ments and operational support. 


Management Seminar - (Office of Training) 


Objective is to improve the managerial effective- 
ness of participants through candid dialogues with 
senior Agency managers, presentations . on current 
management theory, management simulation exercises, 
practices in management problem-solving, improved 
communication and understanding among Agency middle 
managers, and management case studies. 


2 weeks - Chamber of Commerce 


Building 
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GS-13 - GS-15 
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Labor D isputes and Their Resolutions - ("Civil Service 
Commission) 

Prepares the management team for labor disputes 
and other militant actions through development of a 
labor relations policy that stresses strike preven- 
tion and contingency plans and the resolution of 
disputes. The course analyzes factors leading to 
job actions and other disruptions of the work 
environment. 

3 days - Washington, D. C. - Cost: $250 
Senior Sem in a r - (Office of Training) 

Offers general training for senior officers on 
intelligence related subjects. The organization and 
content of the Seminar are on a level with the State 
Department | s Senior Seminar in Foreign Policy, the 
senior military schools, and the Federal Executive 
Institute . 

weeks - (1 

Chamber of Commerce Building, including a field 
trip of 3 days (7-1/2 weeks); 
mSH(l/2 week). 

GS-16 and above, and promising GS-15's 

Development of executive at the time of appointment 
to the position or at time of entrance to the 
Executive Career Service. 

Middle Management Assessment Cente r - (USDA Graduate 

School) " 

Provides an opportunity for public employees 
within Government agencies to receive an extensive 
report of their strengths and weaknesses in a number 
of important management skills, and provides an 
opportunity for an organization to identify super- 
visory, middle management or executive skills among 
its own personnel. 

3 days - Washington, D. C. - Cost: $455 
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Decision Making for Managers - (Civil Service Commission) 

This course explores the theory and techniques o£ 
decision-making. The emphasis throughout will be on 
the practical applications for the Government manager. 

3-1/2 days - Residential Seminar - Cost: $250 

New Frontiers of Management - (University of Michigan) 

To prepare participants to deal with current and 
future developments in management, particularly the 
various dimensions and implications of change in 
today’s and tomorrow's organizations. 

1 week - Ann Arbor - Cost: $495 

6. Training Selection Board Programs 

Executive Leadership and Management Program - (Federal 
Executive Institute) 

This program is designed to serve the needs of 
Federal executives at the critical time of transi- 
tion into executive- level responsibilities. Tbe 
curriculum provides for individual assessment and 
goal setting; study of executive roles; identifica- 
tion of Government-wide and agency perspectives in 
organization, management, and programs; and identi- 
fication of resources for continued executive 
development and accomplishment. 

3 weeks - Charlottesville, Virginia - Cost: $1,300 

Executives within 18 months after their initial 
entry into a position at GS-16 or above. 

Conferences and Seminars - (The Brookings Institution) 

Conferences on Business in Contemporary Society 


The purpose of these conferences is to provide 
an educational experience which will sharpen the 
sensitivity of participants to the ways in which 
major corporations operate at the executive level, 
and the responsibilities and motivations of top 
managers. Also touched on are business-government 
relationships and the role of business in our 
national life. 
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5 days - Each conference visits one or 
two major corporate headquarters cities 
Cost: $550 

GS-16 or above. 

Co nferences for Science Executives on Issues 
m Science and Technology “ ' 

These conferences are conducted for senior 
officers with scientific training who are 
working as research scientists, administrators 
or scientific activities, or as engineers en- 
gaged m scientific programs. 

5 days - Williamsburg, Virginia - Cost: $600 
GS-16 and above. 

Confere nces for Senior Executives on Public. 

Policy Issues 

These conferences are conducted for Federal 
management and program officers. The conferences 
will assist senior career executives to meet 
their leadership responsibilities by providing 
opportunities for stimulating study and discus- 
sion of major issues of public policy. 

2 weeks - Williamsburg, Virginia - Cost: 


GS-16 and above. 
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These schedules are subject to change. Please consult 
with your training officer or the Chief Records and 

External Programs _ Group , Office o£ , Tra ^ n ^f . ' .? 39 } 

before making a final selection and submitting y 

appl icat ion . 
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SECRET 


ROUTING AND RECORD SHEET 


SUBJECT: (Optional) 




Senior Executive Management Proficiency Program 



FROM: YJAL? 

John F. Blake j /* 

Deputy Director/ for Administration 
Room 7D-24, Headquarters 

TO: (Officer designation, room number, anti DATE 

building) 


EXTENSION NO. 


DDA 76 - SI 61 


5454 


18 October 1976 


RECEIVED i FORWARDED 


OFFICER’S COMMENTS (Number each comment to show From whom 
INITIALS to whom. Draw a line across column after each comment.) 


DDCI 

Room 7D-6011 



I thought you might be 
interested in looking at a 
new program we have just 
launched in this Directorate 


Att : 


Distribution : 

Orig - DDCI w/Att 
1 - ER w/Att 


Brochure : 


'Senior Exec. Mgmt. 

Program JM. DDA Subject w/Att 

1 - DDA Chrono w/Att 
1 - JFB Chrono w/ o Att 
- — DDA : JFBlake : der (10/18/76) 
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